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APPLICATION FOR RECORDS RETENTION SCHEDULE oOFFICE OF THE SECRETARY OF STATE

i T RECORDS MANAGEMENT DIVIS!ON o
INSTHUCTIONS See Pubhcatlon No 76—°M—- for mstructlons on completmg this form. Forward s:gned original to
Department of Archives and History, Records Manage'nent Division, 330 Capitol Avenue Atlanta, Geofgra 30334,
Attention: Schedulmg Sect:on

. __Fom AGENC;‘;{J;E_f 1. Agency Address - |__ FOR RECORDS MANAGEMENT USE
Application Date . ' Offlce of Planning and Budget : Applucauon Numter
. ‘ Internal Operations Division -
- it e e .-t Room 612 “:79_ ‘ .7 5 Q
Application Number 270 Washington Street : Date Recaived Date ( Compieted
| Atlanta, _Georgia 30334 _ o DEC 171878 | QEC 318
2 Person to Contact ' , Workmg Title ' : Telephone _I'_\_lumber' "
Bill Smith Special A331stant _to OPB Director 656—3833

3. Action Requested T T T T T

a. [J Estabusn Retention Scheduie; rEcord will continue to accumulate.
b. [3J Dispose of present accumulation: no further accumulation anticipated.

& Amend Application No. . 79 175 o Check One: & Change: (I Supercede; O Void _

4. D D&"ua of Series 5. Records Senea Tltle {followed by title used in office; if different)
Earliest Latest |

FY 78 | to date ANNUAL BUDGET REPORTS FILES

AR o

6. Division and Office -Funcit-iorn' What is the functton of the Dmeton and the Office in which this record serles is created?

T

Headed by a Director, this Division is responsible for providing support services to
all Divisions and personnel within the Office of Planning and Budget. These services
include preparation of the OPB Budget, maintenance of agency fiscal records, supervi-
sion of purchases, supplies and inventory controls, preparation of all graphics ma-
terials, and performance of all personnel services. This Division also provides these
same services to the Office of Consumer Affairs, the Consumers Utility Counsel and

the Governor's Committee on Postsecondary Education under the "administrative purposes
only" provision of reorganization.

T — J— —_— - — e —— e —_ U —

7. Record Senes Desenptson This file contains the fo!iowmg documents (rnciude form numbers and titles, If any}
Attach samples of the file. !

Documents relating to: proposing and amending the annual State budget for Georgia.

Included are: publications entitled:
(1) The Annual Budget Report for Georgla
(2) The Capital Budget Report
(3) The Amended Budget Report
(4) The Budget In Brief
(5) The Governor's Policy Statement
(6) Any other similar publications that may be added in the future.

File is arra'nged: chronologically by fiscal year, .

Y B .
8. Monthly Reference Rate . How often are records referred to thch are: 0 T T
One to six monthsoid .. _; Seven to twelve monthsold ... . .. .; Thirteen to twenty-four monthsold ____ — . . :
twenty-five monthsandolder ___ . ?

3. Annual Rate of Accumulation of Records ;
Letter-size drawers . . .. . Legalsizedrawers __ . . ;Shelvés ____ - _ __;Other (spocify} — ..

R - — . . - RN
AH-—SO—-—?‘! Rav 76 (Ovzﬂ

_ - — — h . S — - . ———— -




YES | NO 1,0. Questionpairp (Place an "X" in tha proper oolumn) _ S o e ]
. Is this the official copy of the series? *
X If not. where is it?
x b. Does the series oontair confidential information requiring security handling? If ves, cite Iaw or regulatuop
_X | ¢. Isthisavital record? / | b
X __d. Does this series have historical or long term research value? . / '
e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
X documi_.timjmgjgdmatelv? :
X f ation o _this serie: _ 2s_attach copLAppropriat fons Act/General
g. Is the information contalned in thls series ever analyzed and/or recorded in a summarized report? Assembly
X If ves, attach cooy.
h. Is there a dupllcat:on of this series in your office, or in another office or agencv?
|_X , If ves, where? _throughout all State agencies _ _ _
X | . lsthis series for a major portion of it) reqularly microfilmed? . : ]
xlin I | serie: it S 2
11. Retention Requirements The following requires the series to be kept:
a. State Law f years. d. Audit period years.
b. Statute of {imitation years. e. Administrative need HISTORICAL __ years.
¢. Federal law : ) years. - f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

12. Aporoved Disposition Instructions This agency recommends that the file series be cut otf at the end of eaéh:
O Calendar Year; [0 Fiscal Year; [J Other . . then,

0 Hold in the current filesarea . ._._monthi{s) . ___year(s}; then
O Transfer to local holding area, hold ______ _____year(s); then
O Transfer to State Records Center; hold ____________vyear(s); then
O Destroy.
- O Transfer to State Archives for permanent retention,
@ Other (Specify)

Cut off file each July lst and uﬁon publication of the "Budget In Brief'"; then
transfer to State Archives for permanent retention.

These instructions apply to ail prior and future accumuiations of the series,

"Agéncy Head/Designea (Signature) B _Date | Records Management Officer (Signaturs) | Date
Zﬂl . W’M%zj
- State Records Committes (Signature) Date
Recommendations in para- ' ‘ r/
graph 12 are approved. State Auditor{Designee wJ’” v \ } 2o 3V

(If disapproved, attach letter

of explanation.) Secreta%l;esignee @ ama L /M J AL/~

Attorney General/Designee /%(f q”w /Ll L’E ' W

AR~-50—-71; Rev. 76 (Ravers# Side)
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAG EM_ENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS ‘See Publmtlon No. 76—RM-1 for instructions on completing this form. Forward Sléned ongmal to

-

Department of Archives and History, Records Management Division, 330 Capitol Avenue Attanta, Georgia, 30334,
Attention: Scheduling Section, : ;
[ FOR AGENCY USE 1. Agency Addrbss "FOR RECORDS MANAGEMENT USE |
Application Date Office of Planning and Budget Application Numbar
' Internal Operations Division -
YT mrr— Room 612 7q l 75
pplication Number Trinity/Washington Building Date Received Date Complated
o i Atlanta, Georgia 30334 _ SEP 281978 | OCT 156 1979
2. Person to Contact Working Title TelephorTekl;\'lun;l;e; N
Bill Smith - Special Assistant to OPB Director 656-3833
3. Action Requested ] o
a. [A Estabnsh Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation: no further accumulation anticipated.
¢._ 3 _Amend Apptication No. Check One; O Change; O Supercede; O Veid B
4. Dates of Series 5. Racords Series Title (followed by title used in office; if different)
Earliest Latest
FY 78 [ Present ANNUAL BUDGET REPORTS FILE -
6. Division and Office Function What is the functlon of the Division and the Office in which this record series is created?

Headed by a Director, this Division is responsible for providing support services to

all Division and personnel within the Office of Planning and Budget. These services
include preparation of the OPB Budget, maintenance of agency fiscal records, super-
vision of purchases, supplies and inventory controls, preparation of all graphics
materials, and performance of all personnel services. This Division alsoc provides
these same services to the Office of Consumer Affairs, the Consumers Utility Counse
and the GCovernor's Committee on Postsecondary Education under the "administrative
purposes only' provision of reorganization.

1

File is arranged: chronologically by fiscal year.. - .

7. Record Sefies Description This file contains the followmg documents (include form numbers and t.'tles if any):

Attach samples of the file.

Documents relating to: proposing and amending the annual State budget for Georgia.

Included are: publications entitled:

(1)The Annual Budget Report for Georgia

(2)The Capital Budget Report

(3)The Amended Budget Report

(4)The Budget In Brief :

(5)Any other similar publications that may be added in the future.

8. Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold _____ ; Seven to tweive monthsold ______ _; Thirteen to twenty-four monthsold . _ __;
twenty-five monthsandolder__________.? )

9. Annual Rate of Accumulation of Rerords
Letter-size drawers . _; Legal-size drawers . .______; Shelves

; Other (specify)

——

N

AR_50—71.

Rev. 78 ) S (Over)
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LYES NO_J 10. Questionna'nre_ (Place an “X" in the_groger column) e

T T T T T Rraend EE o R e i ) W—-—:'?— — _-1

e . - - - —— _Ha.___- - S
a. Is this the official copy of the series? K T

X| 1 _Mnotwhereisit? _ e ‘
b« Does the series contain anfudentlal information requiring secunty handhng? If yes, cite law or regulation. &

e ———— [ —

X . S . e L.
X | e Isthisa wtal record? o e e _,,,,%i,ﬁ_ﬁ:_,,m..%.,__m._j
| X ] d _Does this series have historical or long term research value? ,f i
e. When one or two documents in the file make it necessary to keep the entlre fnle for a long perlod could these
X documents be scheduled seoaratelv? .
X1 | _f. Isthe information contained in this seties ever published? If ves. attach copy, APPROPRIATIONS AGT OF GENERAL
. . Is the mforrnatlon contained in this series ever anaiyzed and/or recorded in a 5urnmar:zed report? ASSEMBLY
X1 _lfves attachecopv. . B et . —
h. ls there a duplication of this series in your office, or in another office or agency?
|_X .l ves.where? _ THROUGHOUT ALL STATE AGENCIES . . .
| x | Is this series.{or a maiar portion ofm;equladv_mgiﬂmed? S .
__:_Ju_ .l_L_DgesmreCOLdserles result in a computer printout? __ e e B
11. Retention Requirements The following requires the series to be kept
9 L |
a. State Law _ ___years, d. Audit perlod ~u YeArS.
b, Statute of limitation — e - Y€ars. e. Administrative need __I_iiS’[“O_jB:}S::AE ~.years,
¢. Federal law NN Y 1| £ % f. Federal retention instructions — /- [

Attach copy or excerpt of laws or regulations. Explain administrative need.

12. Aporoved Disposition Instructions  This agency recommends that the file series be cut otf at the ; end of each:
a Caiendar Year; [J Fiscal vear; I Other - R then,

0 Hold in the current files area ____. ,._,month(s) —— ... _year(s): then

0O Transfer to local holding area, hold . ...._.._. .year(s); then

O Transfer to State Records Center; hold —w—-_year(s}; then

O Destroy.

C Transfer to State Archives for permanent retention, .
X8 Other (Specify) " ‘

Cut off file each July 1lst and upén‘publication of the "Budget In Brief'; then
transfer to State Archives for permaident retention,

These instructions apply to all prior and future accumulations of the series.

e e R e e

A ency_Head/Deslgnee e (Signature) _ q_ -I_Jate _ [ egggds Manage ment Officer (Stgnamre} E _ Date |
VNN .'\O\A.&E _Z/’{JZZJt Nmﬁa /3L 7 F

R - ). .

Recommendations in para-
graph 12 are approved.

(If disapproved, attach letter
of explanation.)

(.ZN Stata Records Committee (Signature/ Date
— T\ gl bl e —

State Auditor/Designee

AR-BO—71; Rev.76




